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Overview of Required Submission Steps

There are three steps required to submit student level data to the
department.

1. Upload and Verify the Batch
2. Verify a Submission at the District Level

3. Certify via the Superintendent

1. Upload and Verify the Batch

A i.4.see - Submission Workbench - Microsoft Internet Explorer

. Once you have uploaded a ﬁle’ . File Edt View Favorites Took Help
you want it to be in a status of Qe - © K] B Psear ormotes @ & (- |
‘Batch Vel"lﬁed’. ¢ Address |@ hitkpeffeand ed. state.nh, usjupifworkqueus aspx "l &

. . New Hampszhire Department Of Ecucation .
. If the status is ‘Batch Verified 14 See
with Errors’, then use the View Submission Workbench

Detail button to see the errors. —
You can edit the data right on-
line.

................................................................................
Help? . District: 9 - Allenstown  S4U: 53 - Pembroke SAT Office .

...............................................................................

Ifyou edit the data. the status Verify Edit Batch Delete s District Review | |_single 5ASIDs | Check Duplicates |
will change to ‘Batch Editing’.

. When you are done editin%

data, or at any time, you can click -
Verify to re-verify the data. Any
errors that have been corrected

will disappear and the status will
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1. Once all of your uploaded files
for a given submission type, such
as BOY or EOY: Enrollment,
have a status of ‘Batch Verified” ™
you should click District Review
to verify the submissions for the
entire district.

2. Verify at the District Level

.see - Submission Workbench - Microsoft Internet Explorer,

. File Edit View

eEack = Q B @ R{h pSearch *Favorites eMed\a .@ @. ﬁ} D

: adddress | @] httpsj . ed.state.nh usjupi/werkausue. aspx

Favarites  Tools  Help

| [ single sasibs i Check Duplicates |

Help?

Upload
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dford  Sa1: 25 - Bedford SAT Office .
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Edit Batch Delete [ District Review

View Detail
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0 Internst
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1. On the District Review page you
should first choose the
submission type for which you
have submitted all your files.

2. Click “Verify Across District’ to
verify the submission(s) for your
district. This will checlksfor a few
rules that can only be check
when the system is sure you have
submitted all your files for a
given submission.

3. If the status is ‘District Verified

with Errors’, then use the View =——

District Detail button to see the
errors. You can edit the data
right on-line.

4. If you edit the data, the status
will change to ‘District Editing’.

5. When you are done editing the
data, or at any time, you can click
Verify Across District to re-
verify the data. Any errors that
have been corrected will
disappear and the status will be
updated appropriately.

2 |.4.5ee District Review - Microsoft Internet Explorer

Fawarites  Tools  Help &

. File Edt View

eEack © \) Ia @ L{b pSearch *Favor\tes QMedia @ @v i} D

¢ Address |a http:ffusd, ed.state.nh.usfupifSubmissionPracessing. aspx
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Hampghire Department Of Education

14 8ee
District Review
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Verify Across Distrit.___J(_ View District Details ) | Certify District Data |__Return To Submission Workbench |
Eatch Summary Ben
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BOY File
2005-Z006

10/18/2005
2:35:05 PM

11/9/2005

5:54:48 aM carond@sauzs.net

District Reports

Enrellments by School Grade
Enroll Race Grade Gender

A

State Review (Mot Tet Available)

Verify Across State View Stijte Details Certify State Data

€] ) Internet

Remember, you should view the reports to make sure the data matches your

expectations!
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3. Certify via the Superintendent

2 1.4.5ee District Review - Microsoft Internet Explorer

1. Once the status is set to ‘District — =
e Edt Vew Favoites Took Help ,,
. 2
V.erlfied fOI' au the files for a Qﬁa(k - Q Iﬂ @ A /-‘1 Search j\’/ Favortes (@ Medtia {2 - &
given submission, the E—_ : :

. . Address http:f{vwd ed.state.nh, us/upifSubmissionProcessing. aspx - e}
superintendent can ‘Certify’ the - - — -
data Login with the user id New Hampshire Department Of Education

! 14.See
. . \
SUPxxx and click Certify I~ B evicw

District Data.

.......................................................................................................

District: 173 - Exeter SAU: 16 - Ezeter SAT Office

.......................................................................................................

2. The status will be updated to

‘Certiﬁed’ and you are done for Please select submission type | BOY b
that submission type.
| Verify Across District 1| | View District Details N Cel%l]istrictDalz | | Return To Submission workbench |
Batch 5 B-O-Y - 2006
NOTE: You do not need to perform e :
a dlStI’lCt review for the F&R data, B‘?E)Ch Subrnission | Submitted Last Updated SCIthOI Status UpT:;;led f;?;r?ez %\“épchocr‘;t: User Carmment Ernail
this data is complete when the status a3 | ey | Mo | mymons || Dl | outs| Bov | kneiso@sauts.org
P . N el fed ety Wednesday
is ‘Batch V@I"lfied . 11/8/2005 | 11/11/2005 District Main Street
{Eeg] aimn ree’
e B0 | yhi21:19 aM | 3:z4:02 AM o werified Eig 5aUL6 | by Tuesday | KWEiSE@sauléorg
District Reports

Enrellments by School Grade
Enroll Race Grade Gender

State Review (Mot TYet Avalable)

&] Dore # Internst

Remember this year we have the following deadline:

Due November 18™:

(1) 2004-2005 End-of-Year Enrollment data; (Schools with any grade 1-8 ONLY)

(2) 2004-2005 End-of-Year Academic Data; (Schools with any grade 1-8 ONLY)

(3) 2005-2006 Beginning-of-Year Enrollment Data; (ALL Schools!)

(4) 2005-2006 Free and Reduced Priced Lunch Data. (Schools with grades 3-8 ONLY)

For Assistance:

1. Contact your Distinguished Educator. Contact information can be found at:
www.ed.state.nh.us/i4see (list can be found at top of page under ‘recent highlights”).

ii. Contact: Sandy Hyslop, 271-2831, shyslop@ed.state.nh.us

iii.  Or email i4seehelp@ed.state.nh.us.
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